WORD 2007 PD Task 2

Save As Word 97 - 2003 Document: Office Button

Click the Microsoft Office Button.

Select Save As = Word 97-2003 Document.
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j Hew Save a copy of the document
i"" = Word Document
~ T Save the document in the default file
. Open format.

fiw | Word Template
I Save Save the document as a template that can
i be used to format future documents.

= -l L"ﬂ Word 97-2003 Document
E-I\.‘ Save As | # I Save a copy of the document that is fully
compatible with Word 97-2003.

=1 print " 3 PDF or XPS

Publish a copy of the document as a PDF or
NP5 file.

| Prepare ¥ l Other Formats
[] Open the Save As dialog box to select from
_ﬂ Send 4

all possible file types.
Select the location you wish to save the document using the drop-down menu.
Enter a name for the document.
Click the Save button.

To Download the PDF Extension: (this is a one time step and must be
done by the administrator of your machine * at school that is Chris Baranyar)

Click the Microsoft Office Button.

Select Save As - Find add-ins for other file formats. This will open your web browser to
the Microsoft site.

Follow the instructions on the Microsoft site for downloading the extension.

To Save As a PDF:

Click the Microsoft Office Button.
Select Save As = PDF. The Save As dialog box will appear.
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j New Save a copy of the document
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. [ Save the document in the default file |
7 QOpen format.
{w ] Word Template !
I Save Save the document as a template that can |
] - be used to format future documents.

9 Word 97-2003 Document
H Sawe As | F ‘—"ED

Save a copy of the dacument that is fully
compatible with Word 97-2003.

b PDF or XPS
i Publish a copy of the dogument as a PDF or
XPS file, ﬁ
J/‘" Prepare » : J Other Formats
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Open the Save As dialog box to select from
all possible file types.
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Select the location you wish to save the document using the drop-down menu.
Enter a name for the document.
Click the Publish button.




